Its history dating back to 1890,
Vocational Guidance Services (VGS)
is a non-profit organization that
provides a full range of vocational
rehabilitation services including job
training, transitional employment
and placement services.

VGS opened its $10 million
Training Center on East 8%treet
in Cleveland’s Central neighborhood
in 2003, allowing VGS to more than
double its capacity to provide training,
work experience and job placement
services.

2235 East 55th Street
Cleveland, Ohio 44103

Preparing people with barriers to
employment for a brighter future

State Board of Career Colleges and
Schools registration # 79-10-0671T

Obtain the
Basic Computer Skills needed
for further training & entry
into today’s workforce.

Call Now

to arrange for a
tour of the

Training Center!

Dan Cerveny
Clerical Work Adjustment Specialist

216-881-6278
Email: dancerveny@vgsjobg

Bryan Best

Instructor Il
216-881-6222
Email: bryanbest@vgsjob.org

Fax: 216-881-6306

Visit our website at: ~ www.vgsjob.org




Basic Computer Work Adjustment

Basic Computer

Work Adjustment

Is the ideal starting point for any
consumer interested in learning
computer and Internet basics.

BCWA prepares consumers for
further vocational Skills Training and
Placement Services by focusing on the
development and maintenance of
critical job-keeping behaviors:
attendance, punctuality, productivity,
work quality, on-task behavior,
accepting authority, and work
appropriate appearance while providing
them with basic computer skills.

BCWA is designed to also
assist consumers in recognizing and
maintaining acceptable work habits
and performance.

BCWA CURRICULUM

Focuses on aiding the student in the
development of the skills needed for
introductory computer usage utilizing
IC3 & SkillPort, internet fluency,
keyboarding and may also include
data-entry, filing, and proofreading.

I C3 internet & computing

core certification

Basic Computer
Work Adjustment

4-12 week program

Critical job-keeping
behavior focus

Self-paced setting
State-of-the-art classroom

Basic understanding of
equipment and skills familiar
in an office setting

Adult Basic Education (GED)
classes available

Voice activated and
magnification software are
accommodations available to
those participants with

lower dexterity and visual
impairments

Height adjustable workstations
also available



